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Introduction

The GSA Online University (OLU) candmeessed via GSA Single Sigm (SSO) or via a neBSO direct URL. Please
find directions below on the different ways to enter the new SAP site.

SSO Access
Logging in from a GSA Laptop

Navigate to the desktop of your computer. Locate the GSA OLU icotherdesktop*. Double click this icon to launch
GSA OLU. Once launched, you will then be able to navigate within the GSA OLU system.

*Please note:The below screenshot is an example only. SAP is currently designing a graphic icon that will be located o
the desktop of GSA computers. Thus, you may not see this icon at the time of Go Live. If you do not yet see the icon, [
OAil BT OAOCEIT U A 111Tx AAAAOO OO0CADPO 3T ,ADAOIPABO PACA £ O
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Logging in from a NorGSA Lapbp

1. From a norGSA laptop, first navigate to the following URhttps://gsaolu.gsa.gov
.1 OAq ol AAOGA A1 AAO 100 Ui 60O AOiI xOAO60O0 AAAEA AT A
will allow your browseto re-direct you to the retired OLU, which is no longer accessible.

2. %l OAOUserIDOj ®OAO ) $ xEI T AA Ul Gabmib. 4A GO GT8A 14AECA TAN A/
delivery method for receiving your registration code for access to GSA OLUBMW El SGbmiko AAOOOT 1 8

GSA

Test 2-Factor to Success Factors

Please enter your UseriD below

UseriD

o s

GSA

Test 2-Factor to Success Factors

Please choose he delivery method for your Registration Code

* Soft Token - SecureAuth OTP Moblte App

..... @952.90v

VOIC® { 0007663

* Voice

PhoneMobile xo-ou-4111 » Voice  SMS/Text

Submit
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3. Once you receive your delivery method, you will be asked to enter the registration code. This code is unique
AT A xEIl AEAT CA xEOE AOAOU OECIT sSudmad 9 @A 106&A OAC

GSA

Test 2-Factor to Success Factors

Entar ?a code that you just received by fet

Repistaton Code

—l

1

4. Next,td OAO UI OO %. 4 b ALOWD OA

GSA

Test 2-Factor to Success Factors

FPlease entar he passwoed 35500ated with your User ID

Page3 | © 2016 eSkillz Corp. All rights reserved. Powered by: m



GSA

Supervisodob Aid

5. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance me
differ slightly based on your role (ex: employee vs. supervisor/ manager) or perdertartfiguration.

GSA .. ome-
OMNLINE UNIVERSITY

Sort by Date | Type Links

24xT Live Support Section 508
Accessibility

+ Due Now (1)
TODAY E Approve Training Requests
& Edit
= Due Anytime (3)

s Complete online course Introduction to Project Management using
L Project 2010

) Complete online course Liquidity Risk Measurement, Monitoring, and
LL Application of Standards

L._'J Complete online course Managing for Rapid Change and Uncertainty

» Recently Completed (0)

4y 4, 5 E:
Welcome m Addiremove tiles

Welcome to GSA's Online University
(OLU), where employees can register

for online training, enroll in instructor- _
' Mandatory T...
led training, find training information, Y

and read or download resources on

Chrissy Esi Melissa
Zehr Omoh-Leamer Guerra

Books24x7®.

Mote: Your training history from the

legacy OLU/LMS will not be accessible in e
the new LMS until March 1st, 2017. In m.-'.’f;’

the interim, you can access your training

histary in CHRIS. Please click on the

following link to access your training

history: CHRIS Training Documentation
v
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Non-SSO Access (Direct URL)

Logging in as a NotGSA Employee of OfNetwork GSA Employee

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO
you will need 6 access GSA OLU via a direct URL.

1.

Navigate to the following URLhttps://hcm03.ns2cloud.com/login?company=GSAHCMOUOGhis will take you
to the direct system login page for the GSA OLU site.

%l OAO Ui 60 OO0AOT Ai A AT A LBAM OAIOCODIT A
Gompany b h Bl AAOA OGEAHOMQR &I 111 xET Cq

Log in

Please log in to begin using
SuccessFactors. Both your
username and password are case Password
sensitive. Forgot Password?

Username
Forgot Username?

= i P>

3. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance me

differ slightly based on your role (ex: employee wgervisor/ manager)
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Home ~

Sort by Date | Type
~ Due Now (1)

TODAY Approve Training Requests

™

~ Due Anytime (3)

Complete online course Introduction to Project Management using

]

Project 2010
) Complete online course Liquidity Risk Measurement, Monitoring, and
LL| Application of Standards
L.!J Complete online course Managing for Rapid Change and Uncertainty

» Recently Completed (0)

Welcome

Welcome to GSA's Online University
(OLU), where employees can register
for online training, enroll in instructor-
led training, find training information,
and read or download resources on
Books24x7®.

Chrissy Esi
Zehr Omoh-Leamer

Melissa
Guerra

Note: Your training history from the
legacy OLU/LIMS will not be accessible in
the new LMS until March 1st, 2017. In
the interim, you can access your training
history in CHRIS. Please click on the
following link to access your training
history: CHRIS Training Documentation
h i

Section 508
Accessibility

24xT Live Support

& Edit

: B
m Addiremove tiles

Mandatory T...

Training

Pages | © 2016 eSkillz Corp. All rights reserved.
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Main Menu Navigation

Your homepage will consist of a main navigation bar at the top of the homepage. This navigation bar contains a
dropdown menu that lists all the Success Factors modules availableu (based on your role), along with links to
other pages within the system. Click on the Home icon to return to the OLU homepage from any location.

GSAS.., [vome-]
OMLIME UMITERSITY

Home

Learning

I Live SI.IPFI'DI'I 24x7 Sort by Date | Type

@ You are all caught up!

~ Recently Completed (0)

There are no recent completions.

The dropdown menu contairnldome, Learning, and24x7 Live Supportinks.
1 TheHomellink will take yu back to the homepage no matter where you are in the platform.
1 ThelLearninglink will take you the learning management area of the system.
1 The24x7 Live Supportink will take you to the area of the system where you can interact with an OLU Live
Suppat Specialist to that can assist with general OLU navigation and utilization inquiries.

Page7 | © 2016 eSkillz Corp. All rights reserved. Powered by: m



GSA

Supervisodob Aid

Homepage Features

YowrET I ADACA EAO 1 Ol OE®DI DEADAGODOA G ABUGuMBNad@Eixdn@itiem/EA O A
layout. Tiles aranovable and can be edited to fit your system nedslslow is an explanation of eabature tileon
your homepage.

GSAS.., tome-
ONLINE UNITERSITY

Sort by Date | Type Links

24xT Live Support Section 508
Accessibility

~ Due Now (1)
TODAY E Approve Training Requests & Edt
= Due Anytime (3)

n Complete online course Introduction to Project Management using
B8 project 2010

0] Complete online course Liquidity Risk Measurement, Monitoring, and
L-J Application of Standards

L._IJ Complete online course Managing for Rapid Change and Uncertainty

» Recently Completed (0)

Welcome

Welcome to GSA's Online University

=
:
m Addremove tiles
(OLU), where employees can register
for online training, enroll in instructor- _
: Mandatory T...
led training, find training information, s

and read or download resources on
Books24x7®.
Note: Your training history from the

Esi
Omoh-Leamner

Melissa
Guerra

Chrissy
Zehr

legacy OLU/LMS will not be accessible in 3t
the new LMS until March 1st, 2017. In n-....:f;’

the interim, you can access your training
history in CHRIS. Please click on the
following link to access your training
history: CHRIS Training Documentation

v

Descriptions

To Da: Lists all your incomplete items, completed activitipgnding approvalsand tasks assigned to you from all
modules within the system. To Do items can be sorted by date and/ or type.

Links: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the
Edit button to view a list of available links.

My Team:Displays dist of your directreports# | EAE 11 AAAE Ai DI T UAASO 1T AT A Ol
pending or overdue tasks. Employees with a red number listed by their name have overdue tasks and/or items.

Welcome: Displays information on the new GSA OLWawill have announcements pertaining to the new Learning
Management System.

Page8 | © 2016 eSkillz Corp. All rights reserved. Powered by: m
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24x7 Live Support Click on the eSkillz Live Support picture to be transferred to a &®Aclassroom support page

i I xAOAA AU A3EEI |1 UQ8 3EIi fdnbomihatipdygdadd yeukvill bedrhéctedviith QLA O A ¢
support specialists who are standing by 24 hours a day, 7 days a $egfort specialistssmist with generaDLU

navigation and utilization inquiries including how to use tbeU, how to find trainimg, course launch assistance and

more.

Mandatory Training:#1 EAE 11 OEA O' 3! - A1l AAOT OU 40AET ET C6 DPEAOOC
year. Please review this list and assign/ register for training in OLU.

Tile Browser. Allows thesupervisorto add or remove tiles from the OLU homepage.

Homepage Options

The homepageptions drop-down menu can be accessed by clicking on your name in the top right hand corner of the
OLU homepage.

Esi Omoh-Supervisor (esi-supervisor) -

Opfions
Logout

Descriptions
Options: Change display optionsglect a new landing page, change language options, and access accessibility

settings.
Logout: Logout of the OLU system.

Paged | © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Learning PageNavigation

0l AAOGA AAAAOO OEA O%i A
Learning Page informaion and in-depth
Home directions for managing your learning activiies.

Learning -

Live Support 24x7

GSA ... |[ore]
OMNUNE UNIFERSITY

1. Locate the main navigation bar at the top of the OLU homepage. Click okltime icon to open the drop

down menu.
2. Click on thd_earningicon to access the Learning page. Ti#l take you the learning management area of the

system.
3. You are now in the learning management area of the system where you can access learning itemggosearch

training, register/ enroll in training, and view your personal learning histdote: Once on the Learning page,
the top navigation menu will change from Home to Learning.

G SA \“‘h\ Learning ~
ONUMNE UNITERSITY

Pagel0| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Learning Page Features

YourLearning page has multiplEA AOOOA BT AAb 1 ABAGOAT 11T x UT O O OEAx AEA

layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of eachifeamre
your Learning pageNote: The My Learning page tssfeatures specific to your personal learner account and should not
AA AT 1T EOOAA

xEOE OEA - U %l I T UAAO PACAh xEAOA OOPAOOI

What do you want to LEARN today? u 0 YOU_CUI'Temly have no required
curricula.

Go to Curriculum Status

My Learning Assignments Sort By Date | Priority Y Filter

A You have pending approval requests

v DUE ANYTIME Browse all courses >

CONTINUE COURSE

-

\% Introduction to Project Management using Project
E— S

Ty 2010 more v

SKILLSOFT mo_bprj_a01_dt_enus rev.1 1/1/2011

Learning History Books 24x7

24x7 Live Support

Approvals

& Self-Assigned

book@
FAITAS

GSA Project Network

\ START COURSE
X %
Liquidity Risk Measurement, Monitoring, and

Application of Standards
SKILLSOFT fini_08_a02_bs_enus rev.1 1/1/2011 Reports
& Sel-Assigned

No learning events were News
recorded in last 30 days.

)
0

Options and Settings

Section 508 and Ac...

START COURSE

A
; \% Managing for Rapid Change and Uncertainty

~-
.a;— SKILLSOFT mgmt_23_a03_bs_enus rev.1 1/1/2011
n & Self-Assigned

A
. % OnTime (3) | o

- You have no recommendations at this time.
| Mandatory Training Listing ]
4 New Supervisor and Manager Training W

j Training By Category

Performance Management Training

Pagell| © 2016 eSkillz Corp. All rights reserved.
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Descriptions

Manager Notifications: Manager notifications and pating requests will be listed at the top of the My Learning
Assignments tile. Click on the notification to view and complete the action required.

My Learning Assignments Displays all your mandatory, required, and optional assigned learning items. You can
launch online courses, view Instructor Led Trainings (ILTs), register for Scheduled Offerings (SO), and remove/ unenrg
from an online course directly from the My Learning Assignments tile. Learning items can be sorted by date and/ or
type.# 1 EAE Al0l6 O&EIEETI OAO 1 AAOT ET ¢ Pl AT EOGAI O AU Al OOOA 1

Find Learning Search tool used to find learning items and activities. Items can be found via keyword quick search or by
browsing the Learning Catalog via the Browse Adues link.

My Curricula Displays all pending and incomplete curricula assigned to your user account. This tile also provides detall
on curriculum components (items grouped together to form a curriculum) and can be used to track completion
progress.

Learning History: Displays all learning items that have been recently completed. ClicKign Allbutton to view your
complete training history.

Links: Displays linkgo various Learning features and shortcuts to otlaeeas of the systenThe links tie helps the
user manageersonalapprovals run reports on their personal learning history, util2éx7 Live Support Services,
accessSection 508 and Accessibilityols, and other suppding processes.

Books 24x7:Delivers access to Skillsoft Booksd Videos24x7library content.

My Employees:Displays a visual summary of your teams overall learning status. To view a detailed list of completed
items, clck on the chart to access the My Employéais.

Featured: Displays training items featured or @moted within a time period.
Training By Category Displays a list of mandatofyequired training organized by category.

Recommendations Displays learning items that have been recommended to you by other users.

Pagel2| © 2016 eSkillz Corp. All rights reserved. Powered by: m



Supervisodob Aid

%- 0,/ 9 %%3

My Employees PageNavigation

GSA .., [rore
OMUMNE UNITERSITY

Home

1.

2.

3.

Learning -

Live Support 24x7

Locate the main navigation bar at the top of the OLU homepage. Click ohltimee icon to open the drop
down menu.

Click on the_earningicon to access the Learning page. Thifl take you the learning management area of the
system.

Inthe top menu bar of the Learning page, locate and click onMlyeEmployeeslink. Note: Once on the
Learning page, the top navigation menu will change from Home to Learning.

GSA\% Learning ~
ONUMNE UNITERSITY

You are now in thély Employeesarea of the system where you camnage you | D1 T UAAOS 1T AAO
activities. From this page, supervisors will be able to view employee training history, assign/ remove online

courses, register/ withdraw employees from InstructoA A 4 OAET ET C j ), 4qQh ADPDBPOI O/
dashboard, and rubasic reports4 |  OAOOOT O UT 00 PAOOI T AT 1 AAOT ET C

Pagel3| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Ne—_— :
G SA omvEnsnY Learning ~

Find Learning
Melissa Guerra E 8
‘A Find Learning ﬂ

Esi Omoh-Learner s Browse all courses >

| Q, Search Sort By Date | Priority Y Fiter

CUS=vZeny An Overview of the GSA Account Management

Process (AMP)

WBT GSA-AMP-OVERVIEW rev.1 10/20/2016

Supervisor Links

Assign/Remove Learning
Register/Withdraw Employees

Approvals
Basic Presentation Skills: Creating a Presentation Dashboard
SKILLSOFT comm_33_a02_bs_enus rev.1 1/1/2011 Reports

& Self-Assigned

FY 2016 No FEAR Act Training
WET GSA-NOFEAR-2016 rev.1 10/18/2016
& Self-Assigned

Status: Melissa Guerra

GSA Fleet 101

WBT GSA-FLEET-101 rev.1 10/28/2016 Curricula
No required
curricula are
assigned.
Overcoming the Barriers to Decisiveness Learning History
SKILLSOFT pd_27_a02_bs_enus rev.1 1/1/2011
& Self-Assigned 2 items completed in the last

30 days.

REQUIRED REGISTER NOW

Supervisor Transition Webinar
ILT GSA-SUPV-TRANS-WEB rev.1 10/28/2016

Pagel4| © 2016 eSkillz Corp. All rights reserved. Powered by: |
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My Employees Pagd-eatures

TheMy EmployeesDACA EAO | O1 OEEE1 AR OBA AOEGNGA AATA ATl AU GO@®T OEAx A
convenient layout. Tileare movable and can be edited to fit your system needs. Below is an explanation of each
featuretile on yourMy Employees page

Ne—_— :
G SA omvEnsnY Learning ~

Sort By Date | Priority 'Y Filter

Find Learning
Q. Find Learning ﬂ

Browse all courses »

| Q, Search |

J .
Melissa Guerra 2

Esi Omoh-Learner

CUS=vZeny An Overview of the GSA Account Management

Procsss (AVP)

WBT GSA-AMP-OVERVIEW rev.1 10/20/2016
Assign/Remove Learning

Register/Withdraw Employees
Approvals
Basic Presentation Skills: Creating a Presentation Dashboard
SKILLSOFT comm_33_a02_bs_enus rev.1 1/1/2011 Reports
& Self-Assigned

FY 2016 No FEAR Act Training
WET GSA-NOFEAR-2016 rev.1 10/18/2016
& Self-Assigned

Status: Melissa Guerra

GSA Fleet 101

WBT GSA-FLEET-101 rev.1 10/28/2016 Cumicula
No required
curricula are
assigned.
Overcoming the Barriers to Decisiveness Learning History

SKILLSOFT pd_27_a02_bs_enus rev.1 1/1/2011

& Self-Assigned 2 items completed in the last

30 days.

REQUIRED REGISTER NOW

Supervisor Transition Webinar
ILT GSA-SUPV-TRANS-WEB rev.1 10/28/2016

Pagel5| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Descriptions

EmployeeList (Hierarchy) Displays a list ofour direct and indirect reports. Click on eachemplo§e®@ 1 Al A Ol
their LearningPlanand learning historyUse the Search box to quickly find an employee.

Learning Plan(also called Learning AssignmenBisplaysA 1 EOO 1 £ UT O OmaAdatbry, fequifed, @@ D Al
optional assigned learning itesa Learning items can be sorted by date and/ ortgpé. EAE 11 O&EI OAOO6
plan items by course name, course type, and assignment type.

Find Learning Search tool used to find learning items and activities. Items can be found via keywictdsgarch or by
browsing the Learning Catalog via the Browse All Courses link.
Note4 EA O&ET A , AAOT ET C6 OE Ipéksorial@arn®@plaA. Use tthe likids focakd ihtkeOA O O1

O3 0PAOOEOI O , ET EO6 OEI A ilgipanAAA AT OOOAOG O1 UT OO OAAI &«

Supervisor Links Displays linkso various My Employeeeatures and shortcuts to othereas of the systentThe links

tile helps theOOPAOOEOT O | AT ACA OEAEO réviek pedddg dpprovalsissigh/ emévd OE OE O
learning,register/ withdraw employees, view dashboards, and run basic reports.

days).

Pagel6| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Team Member Actions Menu
-AT® EO A NOEAE xAU A 0 OODPAOOE

The RAI - Ai ARAO ! AOE
0 11 EPOEO O OEA OEGEO 1T & OEA OAI A/

i AT 6h Al EAE 11

> o,

\\ Learning ~

ONLINE UNIYERSITY

| Q search Melissa Guerra
|

Melissa Guerra E Matiag e ARGREIE S 2
Reports

Esi Omoh-Learner
Profile

Chrissy Zehr Send Message Over
Options & Settings 1CeSss

GSA-AM

- WY,

Descriptions

Manage Alternate Supervisor Assign alternate manager(s) to your employees.
Reports: Run reports specific to the selected employee.

Profile: View employee demographic information.

Send MessageSend messages directly to the selected employee.

Options and Settings View notifications and system settings unique to the selected employee.

Pagel7| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Enroll/ AssignOnline Training

1. OntheMy Employeespage, locate theSupervisor Linkstile and clickAssign/Remove Learning

Supervisor Links

Assign/FRemove Learnin
RegisterMWithdraw Emplo
Approvals

Dashboard

Reports

2. 3A1T AAO O! AA ) OATl O theNektbt#tttrOOEAOI A6 AT A Al EAE

Manage Learning Activities @ Help
Select Management Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add
items and remove items, and assign curriculum to your subordinates.

ol | Next
Select Management Action

® Add tems and Curricula Remove [tems

Mote: The Remove Items option will not remove items assigned to a user through a curriculum or by an administrator.

3. Selectyourdesired | D1 T UAAj 6q AT A Al EAE O! AA #EAAEAAOGS

Pagel8| © 2016 eSkillz Corp. All rights reserved. Powered by: m
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Manage Learning Activities @ Help
Select Management Action — Select Users

Previous Mext

ﬁ Add Checked

Select All/ Deselect All

Select Users
User Name Select User JInclude Subordinates
# Guerra, Melissa
Omoh-Learner, Esi i
Zehr, Chrissy

Select All/ Deselect All

Select All / Deselect All
List of Selected Users

User Mame Remove
Select All / Deselect All

Remove Checked

4. The added employee will now be displayed unttesO, EOO 1 £ 3&dakiciOMer. 5 OA0006

Manage Learning Activities @ Help

Select Management Action — Select Users
Previous Next
dd Checked

Select All/ Deselact All
Select Users
User Name SelectUser Include Subordinates
B Guerra, Melissa
Omoh-Learner, Esi
Zehr, Chrissy

Select All / Deselect All

Select All / Deselect All
List of Selected Users

User Name Remove
| Omon-Leamner Esi |

Select All / Deselect All

Remaove Checked

Pagel9| © 2016 eSkillz Corp. All rights reserved. Powered by: |
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GSA

5. Enter a keyword associated with the desired itenthia search bar. Gk on the Search button to find the item.

Manage Learning Activities

Select Management Action — Select Users — Search for items and Curriculum

Search for ltems and Curriculum

Enter keywords to select items.

&) Help

Previous

Ke‘fwordsl Intreduction to Project Management I

Exact Phrase

¢ Curricula ¥/ Instructor-Led ¥ Online # Blended ¥ Other (Select one or more)

There are no items and/or curricula selected.

o) el

6. 3A1 AAO UT OO AAOEOAA EOAIj 0q AT A AIl EAE O! AA #EAAEA

Search Results

+ Refine Search
Keywords: Introduction to Project Management
Exact Phrase: No

Search Results

& Help

ﬁ Add Checked

Select All/ Deselect A

Title Type  Add
I ' Introduction to Project Management using Project 2010 I:I (v I
@ 2016 RWA Level Il Project Management and Execufion C (]
@ Aaile Principles, Methodologies, and Mindset I:I
@ Aagile Project Management Essentials I:I
@ An Overview of Agile Methodologies L
@ Introduction to Program Management .
@ T Froject Management Essentials: Introduction to IT Project Management I;I
@ Overview of Project Management (PRINCE2&: 2009-aligned) L

Records per Page [ 10 ¥ |8 total records)

Select All/ Deselect A

Add Checked

Page20| © 2016 eSkillz Corp. All rights reserved.
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7. Enter the Assignment Type and Assign Date. Assignment Type options include: MAN= Mandatory, OPT=
Optional, and REQ= Required. Click Next tovadlce to the next step.

Manage Learning Activities

&) Help

Select Management Action — Select Users — Search for Items and Curriculum — Edit Information

Previous Mext
Search for ltems and Curriculum ,
Enter keywords to select items.
Keywords:hntroduction to Project Management | Exact Phrase
¥ Curricula # Instructor-Led # Online # Blended ¥/ Other (Selectone or mare)

Search
Select All / Deselect A

Edit Information

Title Type | Assignment Type Assign Date Priority  Remove
@ Introduction to Project Management using Project 2010 I;I OPT Select |11.fa.f201ﬁ m - (]

Select All/ Deselect A

Remave Checked

Manage Learning Activities

& Help
Select Management Action — Select Users — Search for kems and Curriculum — Edit Information
Previous MNext
Search for Items and Curriculum
Enter keywaords to select items.
Keywords:hntroduction to Project Management | Exact Phrase
¥ Curricula ¥ Instructor-Led ¥/ Online ¥/ Blended ¥ Other (Select one or more)
Search
Select All/ Deselect A
Edit Information
Title Type | Assignment Type Assign Date Priority  Remove
@ Introduction to Project Management using Project 2010 I;I |F£EO Select |11.fE~.f2IJ1Ei [’:‘E} - (]

Select All/ Deselect A

Remove Checked
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8. Enter the Required Date and click Finish.

Manage Learning Activities

& Help
Select Management Action — Select Users — Search for ltems and Curriculum — Edit Information — Edit Required Dates

Previous Finish
Edit Required Dates for Users

User /
Omoh-Learner, Esi

Edit Required Dates
Title

Type  Assignment Type Assign Date Required Date (MDD YY) | Priority
@ Introduction to Project Management using I;I REQ 11/6/2016 [11/30/2018
Project 2010

]

9. You have successfully assigned the item to your specified employleafsing plan Click orMy Employeesin
the top left navigation bar to return to the My Employegage.

Manage Learning Activities

& Help
Select Management Action — Select Users — Search for items and Curriculum — Edit Information — Edit Required Dates — Success

Start Over...
Success

Status:

= Successfully added the items and/or curricula to the specified
Users. Only those curricula that are not previously assigned are
added.
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RemoveEmployeesfrom Online Training

GSA

1. OntheMy Employeespage, locate theSupervisor Linkstile and cick Assign/Remove Learning

Supervisor Links

Assign/Remove Learnin
ReqgisterWithdraw Emplo
Approvals

Dashboard

Reports

2. 3A1T AAO O2A1T 1 6A ) OAI 66 Al

p>

—]

mh

AE OEA Aad AOOOI

Manage Learning Activities
Select Management Action

items and remove items, and assian curriculum to your subordinates.

Select Management Action

Add Items and Curricula

® Remove ltems

& Help

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add

s | Next

Mote: The Remove Items option will not remove items assigned to a user through a curriculum or by an administrator.

3. Select your desired employee(s) andick O! AA #EAAEAAGS8
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Manage Learning Activities @ Help
Select Management Action — Select Users

Previous Mext

ﬁ Add Checked

Select All/ Deselect All

Select Users
User Name Select User JInclude Subordinates
# Guerra, Melissa
Omoh-Learner, Esi i
Zehr, Chrissy

Select All/ Deselect All

Select All / Deselect All
List of Selected Users

User Mame Remove
Select All / Deselect All

Remove Checked

4. The added employee will now be displayed unttesO, EOO 1 £ 3&dakiciOMer. 5 OA0006

Manage Learning Activities @ Help

Select Management Action — Select Users
Previous Next
dd Checked

Select All/ Deselact All
Select Users
User Name SelectUser Include Subordinates
B Guerra, Melissa
Omoh-Learner, Esi
Zehr, Chrissy

Select All / Deselect All

Select All / Deselect All
List of Selected Users

User Name Remove
| Omon-Leamner Esi |

Select All / Deselect All

Remaove Checked
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5. Enter a keyword associated with the desired itéorbe removedn the search bar. Click on the Search button
to find the item.

6. SAT AAO Ui 6O AARAOCEOAA EOAIj 6bq AT A Al EAE O! AA #EAAE

Search Results & Help

Refine Search
Keywords: (ntroduction to Project Management
Exact Phrase: No

d Add Checked

< s

Select All/ Deselect A
Search Results
Title
I ‘ Introduction to Project Management using Project 2010
‘ 2016 RWA Level Il Project Management and Execution
@ Agile Principles, Methodaologies, and Mindset

=
=
[1+]
™
(=9
[=N

Bl I3

@ Aagile Project Management Essentials

@ An Overview of Agile Methodologies

@ Introduction to Program Management

@ T Project Management Essentials: Introduction to IT Project Management
@ Overview of Project Management (FRINCE2®: 2009-aligned)

T D

Records par Page | 10 7 |8 total recards)

Select All/ Deselect A

Add Checked
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